4-H Club Monthly Treasurer’s Summary Report

For Meeting Date: (month/day/year)

STEP 1: To Do Before Your Monthly Meeting

Balance from last month’s meeting: >>>>>>>>>>>>>>>>>55555>>>>>>  § (A)
(Balance D from previous month)

Income: List all Deposits made since last meeting

Date Deposit From Purpose Amount of
Deposit
$
$
$
$
Total Income >>>>>>>>>>  § ®B)
Expenses: List all Payment Requests made since last meeting
Request Payable To Purpose of Payment Amount of
Date Payment
$
$
$
$
$
Total Expenses >>>>>>>>> § (©)
Date Balanced: Leaving a Current Balance on hand of: $ (A+B-C=D)
(month/day/year) Report the balance above to your club at this month’s meeting!

This should be the same date as, or before your club meeting
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STEP 2: To Do When You Receive Your Account Statement from the Extension Office After the Meeting
Reconcile Club Account Register to Extension Account Statement

Account Statement Balance as of: (this may not always match D above!) >>> $ (E)
(date on statement)

Outstanding Items: Continue to carry forward until item shows up on (clears) the account statement

List any outstanding deposits that were made but are not on the account statement
Date Amount of Deposit
$
$
Total outstanding deposits: add up and enter amount here >>> $ (F)
List any outstanding payment requests that do not show up on account statement
Request Payable To Purpose of Payment Amount of
Date Payment
$
$
$
$
$
Total outstanding payments: add up and enter amount here >>> $ (G)
Balance: $ (E+F-G=H)
DOUBLE CHECK: (D): $ -(H): $ =H$

If (I) does not equal $0 you do not balance with your account statement- Ask someone to help you!
~ Place completed report in your club treasurer’s record book, with account statement directly behind ~



